SAM Il Vendor Invoice Processing

Introduction

Course Goals

The goals for this course are for you to:

e Become familiar with the SAM II Quick Vendor Invoice
(VIQ) document and its uses.

e Become familiar with the reference tables related to the
SAM II Quick Vendor Invoice (VIQ) document.

e Become familiar with the inquiry tables related to the SAM
II Quick Vendor Invoice (VIQ) document.

e Become proficient at processing SAM II Quick Vendor
Invoice (VIQ) documents.

Sign-on ID’s

A generic user ID will be used in this course to sign on to the
training application. The generic user IDs are to be used in the
training region only. You will use your own user ID in Production.

Data Cards

On each of the terminals, you will find a data card. The
information on the data card will be used for some of the hands-on
exercises in the class. When completing exercises, this
information will be used in place of the Provided by Instructor
literal. This information will be used for training purposes only.
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Purchasing Overview

Topic Objectives

After completing this topic, you will:

e Understand the basic purchasing process and lifecycle as it
relates to SAM I1.

Purchasing Processes

The SAM II Extended Purchasing System (EPS) is designed to
provide operational support for the Office of Administration,
Division of Purchasing and Materials Management (OA/DPMM)
as well as departmental/agency users. The system is designed to
aid users with the requisition, purchasing, receiving, invoicing, and
payment process. The purchasing system allows you to enter
documents to pre-encumber, encumber, and establish price
agreements (contracts) within the system. These documents
include requisitions, purchase orders, and orders against contracts.
A receiver document records the receipt of goods or services and a
vendor invoice document records the vendor’s request for
payment. This course covers the SAM II Quick Vendor Invoice
(VIQ) document.

A summary of the characteristics and uses of each of the SAM II
document types is provided on the following pages. Detailed
information about each document type is covered in their
respective document-specific classes.
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Requisitions (RXQ, NR)
e Request to procure goods or services
e Represents an informal commitment to make a purchase

e Used by agencies to begin the procurement process for
goods and/or services that are outside their local purchasing
authority (purchases equal to or greater than $25,000 for
most agencies)

e Pre-encumbrance of funds (RXQ)
Purchase Orders (PCQ, PCT, PDQ, SCS, PGQ, SC)

e Used to procure goods and/or services from an outside
vendor

e May be used to order goods and/or services off of an
existing price agreement (contract) (PGQ and SC only)

e Used for goods and/or services that are within an agencies
local purchasing authority (purchases less than $25,000 for
most agencies) (PDQ and SCS only)

e Represents a formal commitment to make a purchase

e Encumbrance of funds
Receivers (RC)

e Used to record the receipt of goods received or services
rendered from a vendor

e No accounting effects
Vendor Invoices (VIQ)

e Used to record the request for payment from a vendor for
goods delivered or services rendered

e No accounting effects
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Payment Vouchers (MP, P1, PV, PVA, PVQ, PVS, PVY)

e Used to authorize the spending of money to pay for goods

that have been ordered, received, and/or invoiced

e [freferencing a purchase order, the encumbrance is
reversed

e Creates an expenditure accounting entry

e Initiates the creation of either a check or an electronic funds
transfer

Life Cycle

The following table provides a brief overview of the purchasing

events as they are tracked in SAM II.

Purchase

Vendor

. Reqllest fOI‘ L. Payment
Action Procurement | commitment Receiving requests Request
payment
Purchase Payment
. Order Receiver Vendor Voucher
Transaction g{’%‘glﬁ% (PCQ, PCT, (RC‘; Invoice (MP, P1, PV,
2 PDQ, PGQ, (VIQ) PVA, PVQ,
SC, SCS) PVS, PVV)
Pre-
Accounting || Encumbrance | Encumbrance None None Expenditure
Event (RXQ only)
Non- Vendor
. Vendor and Vendor and Vendor and Vendor
Ac;ovlzl:lttmg Commodity Commodity | Commodity Terms Iggggg de;nd
Tracking Tracking Tracking Tracked Trackingty
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Review and Skill Check

Put the steps below in the correct sequence in the purchasing
process:

Purchase Order document is processed.
Payment Voucher document is processed.
Purchase Requisition document is processed.
Vendor Invoice document is processed.

Receiver document is processed.
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Vendor Invoice
Reference Tables

Topic Objectives

After completing this topic, you will:

e Be familiar with the main SAM II reference tables that are
related to Quick Vendor Invoice (VIQ) documents.

Commodity Reference Tables

SAM II procurement functionality is based on the identification of
goods and services by a commodity code classification structure.
SAM II procurement transactions require use of a structured
commodity code. The State of Missouri assigns codes based on
the National Institute of Governmental Purchasing’s (NIGP)
commodity code structure. This commodity code structure
provides a standardized identification scheme for individual items
that allows for the association of details about a particular item
with each of the commodity codes.

Commodity codes may be 5, 7, or 10 digits in length. Agencies
will primarily use a 5-digit code, which consists of a 3-digit class
code plus a 2-digit sub-class code. However, more detailed codes
(i.e., 7-digit and 10-digit codes) will be added to the commodity
code database as necessary. For example, commodities used by
the Inventory Control subsystem are 10 digits long.

The Office of Administration, Division of Purchasing and
Materials Management (OA/DPMM) is responsible for
maintaining the commodity code database. Agencies will have
inquiry access only to most of the commodity code tables.
Agencies can request additions, modifications, or deletions of
commodity codes by submitting a request to OA/DPMM. For
more information on submitting changes to SAM II tables, refer to
the SAM II Table Inquiry and Maintenance class.

Commodity codes on referencing Quick Vendor Invoice (VIQ)
documents are inferred from the referenced purchase order. For
non-referencing VIQ's, commodity codes must be entered.
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The following pages introduce you to the commodity reference
tables listed below:

e Commodity (COMT)
e Commodity by Description Inquiry (CODX)

e Commodity Index (COMM)

Commodity (COMT)
2. Commodity [_ O] =]
Commadity £0003 1D Purchases 0.00  Last Unit Cost | 0.000000
Commodity Details l Approval Details ]

Description | ACCOUNTING AMD BOOKKEEPING MACHINES [NOT DATA PROCESSING)

Comment |

Clasz W Subeclass Iﬁ Group I_ Buyer W
Object I_ Sub-object I_ Standard Uit I_ Expeditor I_
™ Commodity is in nventor Scheduled Letting ﬂ_ ™ MsDS

[~ Standard Specifications ™ Fixed Asset V¥ Unit Cost Flag

Tax Code I_ Three-way Match POz, Receivers, and Yendor Invoices |

Price Agreement |ndicataor Mane ;I

Commodity (COMT) defines the valid commodity codes that are
used to classify goods and services. The class and sub-class
hierarchy is defined on this table. Information related to previous
purchases, inventory, approvals, and Three-Way Match (discussed
later) is also recorded on COMT. OA/DPMM is responsible for
maintaining the commodity code database. Agencies will have
inquiry access only to COMT.
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Commodity by Description Inquiry (CODX)

2. Commodity by Description Ingquiry

I:l D escription Carnrmodity |

1 ||[FEANUT BUTTER 29365

2 PEAMUT FRODUCTS 22860

3 PEAT MOS5 59550

4 PEELERS. FRUIT OR VEGETABLE 1ERRZ

5 PEELERS, SLICERS, AND DICERS 7036

G PELLETS. SHOE S0LE 52053

7 PEM AMD PEMCIL SETS E2085

2 PEN REFILLS [GEMERAL »RITING TwFES]: BALL POINT. NvLON TIP, £2031

3 PENCIL SHARPEMERS, ELECTRIC AND BATTERY OFERATED B0560

10 || PEMCIL SHARPEMERS, MANLIAL; AMD PARTS EOG63

11 || PEMCILS. LEAD: DI=0ON. TICONDEROGA, #2 E2060020002

12 || PEMCILS. LEAD: PEMCIL LEADS: PEMCIL LEMGTHEMERS: ETC. E2080

13 || PEMCILS, MARKING INCLUDIMG MECHAMNICAL TYPES AND REFILLS) " E2070

14 || PENCILS. MARKIMG [MOT GREASE OR CHIMNA TYPES) £2071

16 || PEMS [GEMERALWRITING TwPES): BALL POINT. WYLOM TIP, PLASTIC E2080
4] | »

Commodity by Description Inquiry (CODX) provides a summary
of the valid commodity codes defined on COMT. However, since
CODX is sorted by description, it can be useful in searching for
commodity codes when the actual code is not known. CODX is
updated when a commodity is added, changed, or deleted on

COMT.
Commodity Index
|:| Commodit D escription |
1 || s000s ACCOUNTIMG AMD BOOKKEEPING MACHINES [MOT DATA PROCESSING)
2 E0005 ADDING MACHINES
3 EOOO3 ADDRESSIMG MACHIMES [COMPUTER DRIVEM OMLY. DIRECT PRINT TYPE
4 E0011 ADDRESSIMG MACHIMES [EMBOSSED PLATE TYPE]AND EMBOSSING AND
5 EO0714 BRAILLE WRITERS AND PRINTERS
B EDO1G CALCULATORS, ELECTROMIC, DISPLAY/PRINTIMNG TYPE, PROGRAMMABLE
7 EO01E CALCULATORS, ELECTROMIC, DISPLAY/PRINTING TvPE, NOM-PROGRAM
g EOOT7 CALCULATORS, ELECTRONIC, DISPLAY TYPE, NON-PROGRAMMABLE
g EDO13 CALCULATORS, ELECTRONIC, DISPLAY TYPE, PROGRAMMABLE
10 || 60021 CALCULATORS, ELECTROMIC, PRIMTING TvPE, NOMN-PROGRAMMABLE
11 || BO0Z2 CALCULATORS, ELECTRONIC, PRINTING TYPE, PROGRAMMABLE
12 || BOOZG CALCULATORS, MECHAMICAL
13 || e0027 CASES. TYPEWRITER
14 || 60030 Ca5SH REGISTERS AND CASH DRAWERS
15 || BOO32 CHANGE MAKERS. COIN AMD BILL COUNTERS, MOMEY HAMNDLIMG MACHIM
4] | »

Commodity Index (COMM) provides a summary of the valid
commodity codes defined on COMT. COMM lists each
commodity, sorted by code, and the associated description. This
table is updated when a commodity is added, changed, or deleted
on COMT.
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Vendor Reference Tables

Vendor tables are used to define values for vendors, organizations,
or individuals from which you wish to purchase goods and/or
services. You can also request miscellaneous vendor codes to use
for one-time or infrequently used vendors.

In SAM 11, every vendor has a unique identifier referred to as a
vendor code. The vendor code is a number consisting of the
vendor’s tax identification number (TIN) followed by a ‘0’ in the
eleventh digit. An alternate address indicator, in the eleventh digit,
is used to distinguish a vendor with multiple addresses. Each
primary (initial) vendor code will have ‘0’ as the alternate address
indicator. OA Accounting (OA/ACC) will assign sequential
numbers for each subsequent alternate address, using 1-9 first. If
there are more than 10 addresses for a vendor, alpha characters will
then be assigned in sequence (A-Z). If there are more than 36
addresses for a vendor, the tenth digit of the vendor code will be
incremented by one and the alternate address field incremented
sequentially by one again.

Vendor codes are required on all Quick Vendor Invoice (VIQ)
documents. For referencing VIQ’s, the first 10 digits of the vendor
code entered on the VIQ document must match the first 10 digits
of the vendor code on the purchase order being referenced. The
alternate address indicator may be changed to reflect a vendor’s
payment address, as opposed to the order address. Vendor
reference tables are used to validate vendor information entered on
purchasing documents.

The following pages introduce you to the vendor reference tables
listed below:

e Vendor (1 of 3) (VEN2)
e Vendor (2 of 3) (VEN3)
e Vendor (3 of 3) (VEN4)
e Vendor Index (VEND)

e Vendor Name Inquiry (VNAM)
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Vendor (1 of 3) (VEN2)
2 Vendor (1 of 2] [_ (O] =]
“endor 7104151280 L
Wendor Type W Mizc Vendar Indicator IN_ Last Action Date 12 /31 /98
Gereral Information l Payment Information ]
“Wendor &ddre: idalternate Addre:
Hame | WAL-MART STORE #338 |

Address | MISSOURI Hwy 160 WEST

City [ Lamar State  |MO [
Zip [64759 | [
Additional Address [\ ALMART 262@ALMART COM Customerdccount |
Contact | Wendor Phone Im
A4F Contact | I Single Check Requested
Comment |

Vendor (1 of 3) (VEN2) defines values for vendors, organizations,
and persons from whom you wish to make purchases. This
window includes vendor names and addresses, special indicators,
and scheduled payment dates for use by the automated cash
disbursement process. Several of the indicators on the VIQ
document infer information from VEN2.

Vendor (2 of 3) (VEN3)

® Vendor (2 of 2) (O] =]
Wendar 7104151880 A Tax Code I Tazpayer ID I 710415188
[~ Prevent Deletion Deletion Contact I TIN Matice Counter
v | Tiert Flag TIN Motice Date A " One
V¥ Primary 1033 Yendar Dizcount Type |_  Twa
Mame Control it ' Mat Appiicable
B ackup "ithholding 1099 Indicator Taxpayer D Tupe
C ‘Yes & ‘Yes @ Federal Business 1D
& Mo & Mo © Sacial Security Mumber
& Mot Applicable Mot Applicable © Mat Applizable
Wendor [ndicator Report Indicator:
I Dealer [~ Manufacturer I™ Factory Representative Fepart 1 I Fepart & I
I Jobber ™ Retailer ™ Commaodity Fisppait 2 I it @ I
- _ Feport 3 I Report 8 I
™ Individual T Partrership W Incorporated Report 4 I_ Report 9 I_
™ Mimority [T Small Business [ In-state Feport 5 I Fepart 10 I

Vendor (2 of 3) (VEN3) is used in conjunction with VEN2 to
define additional status and demographic values for vendors,
including 1099 and backup withholding information.
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Vendor (3 of 3) (VEN4)

2 Vendor (3 of 3) H=]

Wendor Mumber | 4354700000 0  OLB UserlD | RJF
Wendor Mame | FRIOUX MUSIC SUPPLIES

Comtact | RUSTY FRIOU E-ail Matify Ind [+

Telephone  [5735225892  Mobile/Cell | Fax [
Ermergency Mum I— FPager I— Firi I—
E-tail | RIDUR @MAIL.OA.STATE.LIS

Wendor Indicators/Description:

Yendor
Camrents

1 MM [MINORITY/ AwOMAN BUSINESS 2 [NF | [NON-PROFIT
3 N
5 [ 6] |
I g
al 1wl
| 2|

Vendor (3 of 3) (VEN4) includes additional vendor information for
a record, including the vendor’s MBE and WBE status.

Vendor Index (VEND)

Yendor Addr iz

Mumber Ind  Mame Ind
1 ||[4313017180 0 ABBAELECTRIC, INC M
& 4314170040 0 JE HARSHAW & ASSOCIATES IMC M
3 4314528070 0 PROFESSIOMAL RECRUITERS IMC M
4 4314528070 1 PROFESSIOMAL RECRUITERS IMC M
] 4315788810 0 TTIMEWGEM M
= 4315800230 0 WRIGHT, PAMELS S i
7 4315983130 0 BOYER ASSOCIATES i
& 4316129070 0 AMLAB EMVIROMMEMTAL M
g 43163995840 0 OMMIHEALTH CARE M
10 || 4316442370 0 JRIMDUSTRIES INC M
11 || 4316442370 1 JR INDUSTRIES INC M
12 || 4316671810 0 MARJEM DIVERSIFIED M

Vendor Index (VEND) provides an index of all vendors entered
SAM 11, sorted by vendor number. This table is updated when
vendor records are added, changed, or deleted on VEN2.
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Vendor Name Inquiry (VNAM)

| || “endor Mame YYendor Mumber Addr [nd |
1 ||IH &M SYSTEMS SOFTWARE INO 1329864410 0
2 HFR PRESS 1614412350 0
3 H W' SERVICE 1350718350 0
4 HAAS JOHM R 2611768420 0
3 HAESTAD METHODS IMC 0612144520 0
B HaGARTY, JAMES D 132826230 0
7 HAGGERTY, TIMOTHY J 1245007390 0
g HaHM, SUE ORIGIMALS 2683457300 0
g HalR, JOY'CE 1483021810 0
10 || HAISLUP, LIND A, ABR035700 0
11 || HAL-HEM COMPAMY INC 1125338160 0
12 || HALL. CYNTHIAE 1964084170 0
13 || HALM INDUSTRIES CO. INC 111747300 0
14 || HALWES, JOM F105ER3250 0
15 || HAMBURGER. STEPHEM tD 1393444360 0

Vendor Name Inquiry (VNAM) displays all vendors entered in
SAM II, sorted by name. VNAM can be used to look up a vendor
code if only the name is known. VNAM is updated when vendor
records are added, changed, or deleted on VEN2.

Note: VNAM is an excellent option when using the Find Code
command for a vendor code.
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Additional Vendor Invoice Reference Tables

The following pages introduce you to the additional SAM II
reference tables listed below:

e Check Category (CCAT)
e Condition (COND)

e Discount Type (DISC)

e Note Pad Text (NOTE)

e Unit of Measure (UNIT)

Check Category (CCAT)
2 Check Category M=l E3

Check
Category  Description

1 |([fac LEGISLATURE

2 A1 GEMERAL ASSEMBLY

3 Az SEMATE

4 A3 HOUSE OF REFRESEMTATIVES

a] A LEGIS RESEARCH - OWVERSIGHT

B AR LEGISLATIWE RESEARCH

7 EO JUDICIARY

a E1 SUFREME COURT

g B2 STATE COURTS ADMIMISTRATOR

10 E3 COURT OF APPEALS - WESTERM DST

11 B4 COURT OF APPEALS - EASTERM DST

12 ES COURT OF APPEALS -SOUTHERM DST

13 EE JUDGES COMMISSION

14 Co PUBLIC DEFEMDER COMMISSION

Check Category (CCAT) is used to identify the location for check
disbursement. Codes from CCAT can be entered on VIQ
documents to indicate that the check should be held at OA
Accounting (OA/ACC) for agency pickup, rather than be sent
directly to the vendor.

SAM Il Financial Training Page 13



SAM Il Vendor Invoice Processing

Condition (COND)

2. Condition =] B3
Overage  Underage
Conditioh Flag Flag D escription
1 BA Y BACK.ORDERED
2 O hd DAMAGED GOODS
3 D5 Y DUPLICATE SHIPMENT
4 FR FREIGHT
5 (u]3] e OWERBILLING
5 k. SHIPMEMNT Ok,
7 s Y OWERSHIPMEMT
a SB SUBSTITUTE SHIPMENT
| (]3] hd UMDERBILLIMG
10 c UMUSED COMTIGEMCY
11 s Y UMDERSHIPMENT
12
13 |
14
15

Condition (COND) is used to define codes to record any special
invoice conditions of goods or services. Condition codes may be
entered in the Special Condition field on the Quick Vendor Invoice

(VIQ) document.
Discount Type (DISC)
2 Discount Type | _ (3] x|
Discount Dizcount MNumber  Digcount PO Digcount ‘
Type Description Percentage  of Days Day Flza
1 & 2% WITHIN 10 DAY'S 0oz oo 0o N
z B 2% WITHIN 30 DAYS 00z 030 oo N
3 C 5% WITHIN 10 DaYS 0os 010 0o N
4 D 5% WITHIN 30 DAYS 005 030 0o N
5 |
E
7
8

o
B TR L i

Discount Type (DISC) defines values that are used for prompt
payment discounts offered by vendors. These values include the
percentage of the discount and the maximum number of days
allowed to make payment and still have the discount applied.
Values from DISC can be entered on Quick Vendor Invoice (VIQ)
documents to apply a discount to payment amounts.
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Note Pad Text (NOTE)

B Mote Pad Text =] 3
Tranzaction 1D PO 375 SaM00000203

1
2
3
F)
5
5}
7
g
9

Text L
THIS HAS BEEN PRE-4PPROVED BY LEONARD JOHMSOM--555-1234 O

o o
1 | »

Note Pad Text (NOTE) is used to store comments, reminders, and
miscellaneous text about any document in SAM II. Users may
enter notes about a document before and/or after the document has
been accepted.

Unit of Measure (UNIT)
B Unit of Meazure M=l E3

Irit of
Meazure  Description

1 ACRE ACRE

2 AP AMPULE

3 BAG BAG

4 BALE BALE

a] BCH BUMCH

B BOFT BOARD FOOT

7 BOL BUMDLE

a EE. BOOE,

g BOx BOx

10 || BTL BOTTLE

11 || BU BUSHEL

12 || C HUMDRED

13 || CaM CAM

14 || CARD CARD

15 || CLWT  JCLIENT

Unit of Measure (UNIT) defines codes that abbreviate standard
units of measure. Codes from UNIT are entered on purchase order
documents and inferred onto Quick Vendor Invoices (VIQ). For
non-referencing VIQ’s, a valid unit of measure code from UNIT
must be manually entered. The UNIT table is maintained by
OA/DPMM. Any requests for additions or changes to the UNIT
table must be submitted to OA/DPMM using Workflow.
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Review and Skill Check

Write T or F next to each statement below:

1. Vendor codes must be entered on Quick Vendor Invoice
(VIQ) documents.

2. Commodity codes must be entered on Quick Vendor
Invoice (VIQ) documents.

3. Units of measure must be entered on Quick Vendor
Invoice (VIQ) documents.

4. Special invoice conditions must be entered on Quick
Vendor Invoice (VIQ) documents.
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Quick Vendor Invoice
(VIQ) Documents

Topic Objectives
After completing this topic, you will:

e Understand the key concepts that apply to SAM II Quick
Vendor Invoice (VIQ) documents.

e Understand the uses of the SAM II Quick Vendor Invoice
(VIQ) document.

Quick Vendor Invoice (VIQ)

The Quick Vendor Invoice (VIQ) does not record any accounting
information. Rather, the VIQ records information from a vendor’s
invoice. A vendor invoice can be in the form of an invoice,
receipt, or other documentation from the vendor identifying an
obligation by the State of Missouri to the vendor. A vendor will
submit an invoice to an agency to itemize goods delivered for a
defined unit of measure, quantity, unit price, shipping, and/or other
costs. A vendor may also submit an invoice to an agency to
itemize services rendered. Processing the VIQ records this
information and provides a basis for payment to the vendor.

Quick Vendor Invoice (VIQ)—Other Attributes View

® Batch: Document: ¥1Q 375 SAM00010071 |_ (O] x|
Date of Record s & Mew  Modification = Cancellation
Yendor Invoice Type Mo Eritry K3} Irvoice Number I ™ Clear
Comments I ‘endor
Name | Dizzount Type I_

DOther Attributes l LCommiodity Details ]
Other Attribute:

Address

Disbursement Optian:

Single Check Default | Check Category I_ Fized Azset Ind Mo Change =
EFT Indicator Dafault | Application Type I_

Check Description |
Imvioice Amaunt:

Freight Total Invaice

Tax | Def 4 Inc / Dec Calc Tatal Lines

Total Lines ] (O el
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Quick Vendor Invoice (VIQ)—Commodity Details View

B Batch: Document: ¥1Q 375 SAMO0010071 [ (O] =]
D ate of Recard S & MNew © Modification " Cancellation
Yendor Invoice Type Mo Ertry =1 Invoice Numnber I— [ Clear &l
Comments Yendor -
MName | Digcount Tupe I_
Other Attributes
Line I_
Fef Order # Line I_ I_ I— a’l_ Amovint Def # Inc / Dec
Commadity Code l— Gty / 5C % Ordered I—
Item I_ Gty / 5C % Invoiced I— O R o
Special Condition I_ riit Cost I— O R o
Unit of Measure I— Tatal Cost I—
|

Description

& Defaut ¢ Patial ¢ Final
Tent Maone =1

State of Missouri Vendor Invoice Policies

All encumbered purchases (i.e., purchases done with a
SAM II purchase order) require a referencing VIQ
document prior to payment.

VIQ documents are optional for unencumbered purchases,
with the exception of ERS and PGA payments.

ERS and PGA payments recorded with a Special Payment
Voucher (PVS) require a corresponding VIQ document.

VIQ documents do not require approval by OA/ACC.

Page 18
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Vendor Invoices and Purchase Orders

Purchase orders are used to procure goods or services from an
outside vendor. A purchase order represents a formal commitment
to purchase specific goods or services (i.e., funds are encumbered).
The State of Missouri uses six different types of purchase orders.

¢ Quick Decentralized Purchase Order (PDQ): PDQ
documents are used for the purchase of goods or services,
based on a quantity and a unit cost, that are not available
under a contract.

e Simplified Service Contract (SCS): SCS documents are
used for the purchase of goods or services that are based on
a lump sum amount and are not available under a contract.

e  Quick Price Agreement (PGQ): PGQ documents are used
for the purchase of goods or services, based on a quantity
and a unit cost, that are available under a contract.

e Service Contract (SC): SC documents are used for the
purchase of goods or services that are based on a lump sum
amount and are available under a contract.

o Quick Centralized Purchase Order (PCQ): PCQ
documents are used by the Office of Administration to
procure goods or services on an agency’s behalf, based on a
quantity and unit cost, if the dollar amount of the purchase
is outside of the agency’s purchasing authority.

o Total Cost Purchase Order (PCT): PCT documents are
used by the Office of Administration to procure goods or
services on an agency’s behalf, based on a lump sum
amount, if the dollar amount of the purchase is outside of
the agency’s purchasing authority.

Quick Vendor Invoice (VIQ) documents may reference any of the
purchase order types listed above.

Commodity Lines

All SAM II purchase orders have one or more commodity lines.
When invoicing against a purchase order, one invoice line is done
against each commodity line on the purchase order. On the VIQ
document, the Line field refers to the VIQ line number. The Ref
Order / Line field refers to the commodity line from the referenced
purchase order.
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Referencing vs. Non-Referencing VIQ’s

VIQ documents can be done for both encumbered and
unencumbered purchases. In the VIQ document header, there is a
Vendor Invoice Type field. Valid values in this field are
Referencing and Non-Referencing.

Document: ¥IQ 375 SAMO0010071

@& Mew  Modification ¢ Cancellation
Irrvoice Mumber I— [~ Clear &l
Wendaor

Y
I—
Mame I Digcount Tupe I_

Wendor Invaice Type

Use the Referencing option when invoicing against a purchase
order (encumbered purchases). Use the Non-Referencing option
when invoicing where there is no corresponding purchase order
(unencumbered purchases). Referencing a purchase order allows
SAM II to automatically update several fields that must be input
manually on a non-referencing VIQ.

Referencing a Purchase Order

VIQ documents can be used to record the invoice of supplies
against a specific purchase order commodity line. Referencing a
purchase order allows SAM II to infer information from the
purchase order onto the VIQ document, reducing data entry. To
reference a purchase order, enter the purchase order number and
commodity line in the Ref Order / Line tields on the Commodity
Details view. One or more VIQ documents can reference a single
purchase order document, in cases where portions of the order
were shipped and received on different days, and billing was done
accordingly. In addition, a single VIQ may reference multiple
purchase orders from the same vendor. A VIQ cannot reference a
purchase order that has been closed.

Other Attributes

Ling —

< Ref Order / Line I_ I_ I— a’l_ Amaunt Def # Inc / Dec
Commodity o T rdered I—
Item I_ Gty / 5C % Invoiced I— O R o
Special Condition I_ Lriit Cost I— LI S
Unit of Measure I— Tatal Cost I—
Dezcription | & Defaut " Patial  © Final

Tent Maone =1

Note: When entering reference order information in the Ref Order
/ Line field, only the first two characters of the document type can
be entered (i.c., enter PD, PG, or SC instead of PDQ, PGQ, or
SCS, respectively, in the first section of the Ref Order / Line field).
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The following fields on the Commodity Details view of a VIQ
document will be inferred from the referenced purchase order:

® Commodity Code
®  Unit of Measure
®  Description

® Qty/SC$ Ordered

Finding Referenced Purchase Order Commodity Line
Information

When processing invoices for items, a packing slip or printed copy
of the purchase order is often present, with both vendor numbers
and commodity line information. However, sometimes it may be
necessary to look up the commodity line information in SAM I1.
The easiest way to accomplish this is using the Open Purchase
Order Commodity Line by Document Inquiry table (OPCD). Note
the Vendor and Commodity / Item fields in the screen-print below.

2_Open Purchase Order Commodity Line by Document Inguiny

Transaction 1D PD 375 S5AMO000OOCSE Lite Mumber 003

Wendar [m20a320140 Narme | NATIONAL SAFETY EQUIP OUTLET

Account Line IT P Line Mum I— Commaodity / Item ISDSBD— .-'ll—

Description | DRAFTING AND DRAWING PENCILS, PENS, LEADS, LEAD HOLDERS, ETC

Urit [ Eligible for Auto P Yes

Manuf Mumber Mame |

Text Flag [NoTest Bid ID Bid Line [

Quantity Ordered IW Unit Cost Iw Tatal I—SDD

GQuantity Paid IW

Cost Details l Beceived ] Inyaiced Farward Transaction ]

Orniginal Unit Cost % Last Unit Cost Iw

Discount Code I_ Discount % |W Dizcount Amount I—DDD

Pre-tax Amount 5.00 Tax Code I_ Tax Amount I—DDD
Freight &maount [ oo

To find commodity line information on OPCD, enter the purchase
order document ID in the Transaction ID field and use the
Display: Browse Data command. Use the Display: More Data
command to scroll through the various commodity lines. If
looking for a particular commodity line, you may enter the line
number in the Line Number tield before executing the Browse
Data command.

Note: The first section of the Transaction ID field on OPCD will
only accept two characters. Only the first two characters of the
document type are needed: to browse for a PDQ document, enter
PD in the first section; to browse for a PGQ document, enter PG in
the first section; to browse for either an SCS or an SC document,
enter SC in the first section. Continue entering the remaining
sections (agency code and document number) as usual.
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Use OPCD to find which commodity line number each commodity
was ordered on, as well as quantities and unit costs. This
commodity line number must be entered in the Ref Order / Line
field on the VIQ document.

Note: OPCD is a suggested method for finding commodity line
information. Several other tables may be helpful as well, including
Open Purchase Order Commodity Line by Vendor and Commodity
(POC1), Open Purchase Order Commodity Line by Commodity
and Vendor (POC2), and Purchase Order by Commodity Number
Inquiry (CIPO).

3-Way Match

The SAM II 3-way match concept is a mechanism used to ensure
that encumbered payments for all commodities (with the exception
of some leases) can only be made once the goods or services have
been both received and invoiced. For commodities that have been
ordered using a SAM II purchase order, a corresponding SAM 11
Receiver document (RC) and a corresponding SAM II Quick
Vendor Invoice document (VIQ) must be entered and accepted in
the system before a corresponding SAM II payment voucher
document can be accepted. The 3-way match requirements for
each commodity are defined on the Commodity Table (COMT).

Commodity (COMT)
2 Commodity [_ (O] =]
Commadity 30005 Y10 Purchases 0.00  Last Urit Cost | 0.000000
Commodity Details l Approval Detailz ]

Description | BOOTS AMD SHOES. ATHLETIC AND SPORTSMAN TVFE

Comment |

Clasz I 800 Sub-class I 05 Group I_ BLyer ﬁ
Object I Sub-object I Standard Unit I Expeditor I
™ Cormmodity i in | reentan Scheduled Letting I_ ™ M5DS

™ Standard Specifications [ e odemlaiaieloi Elo
Tax Code I Three-way Match POs, Beceivers, and Yendor Invoices 'l ) >
Price Agreement [ndicanon - T— 3|
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Date of Record

The Date of Record field on a VIQ should be backdated if
necessary to record the actual date of the receipt of the invoice.
This date is used in tracking discount eligibility. If the Date of
Record field is left blank, the current date will be inferred.

Neocomant ¥IQ 375 SAMO0010071

Date of Record / @ Mew O Modification = Cancellation
Clign, il Dt g i~ Invaoice Number I [ Clear &l
Comments ‘endor
Mame | Dizcount Type I_
Invoice Numbering

The VIQ document contains an Invoice Number field, to record the
actual invoice number from the vendor. If the vendor’s invoice
number is not available, refer to your agency’s procedures on
invoice numbering.

B Batch: Document: ¥1Q 375 SAMO0010071 M=
[ ate of Record /! / jo oonCat lation

Wendar Invoice Type EBeferencing Tl Invoice Number I— Clear &l
Comments e, -

Mame | Digcount Tupe I_

Unlike other SAM II documents, VIQ documents are not tracked
in the system by the system-generated document ID. Instead, the
number entered in the Invoice Number field is used. This invoice
number will be used on all subsequent inquiries and
modifications on the VIQ document.

Vendor Numbers: Purchase vs. Payment Address

Vendors often have different addresses for receiving payments
than they do for receiving orders. The vendor code entered on the
purchase order is the order address. The vendor code entered on
the VIQ document should be the payment address. If referencing a
purchase order, the first 10 digits of the vendor code on the VIQ
must match the first 10 digits of the vendor code on the referenced
purchase order. Use the 1 10 digit—the alternate address
indicator—on the VIQ document to reflect the payment address.
Otherwise, the disbursement check will be sent to the address on
the referenced purchase order.

B Batch: Document: ¥1Q 375 SAMO0010071 M=
D ate of Recard S @& Mew  Modification ¢ Cancellation

. . T —m
“endor Invoice Type Referencing =1 |y i T [ Clear &l
Comments I ( Wendor m 2353?930)
Mame | DI e -
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Clear All

The VIQ document includes a Clear All checkbox in the header
area of the document. Users may use the Clear All option to
invoice all the lines on a purchase order at once.

B Batch: Document: ¥1Q 375 SAMO0010071 M=
Date of Record i & New ¢ Modification ' Canceljh

Yendar Invaice Type EBeferencing Tl Invaice Mumber I @
Comments I Wendaor -

Mame | Digcount Tupe I_

If the Clear All box is selected, SAM II will invoice all of the
commodity lines from the purchase order, exactly as they were
ordered. Ifusing the Clear All checkbox, no data other than the
referenced document ID should be entered in the Commodity
Details view of the VIQ. Clear All cannot be used if there are any
special conditions or partial invoices for any commodity line from
the purchase order. If using Clear All, any additional text must be
added to VITX after the document is accepted.

Applying Prompt Payment Discounts
The VIQ document includes a Discount Type field in the header

area. If a prompt payment discount is offered on the vendor’s
invoice, enter the corresponding discount code from the Discount

Type table (DISC).
B Batch: Document: ¥1Q 375 SAMO0010071 [ (O] =]
D ate of Recard S @& Mew  Modification ¢ Cancellation

Wendar Invoice Type EBeferencing Tl Invoice Number I [ Clear &l

Comments I
Mame | Digcount Tupe I_

SAM II's payment disbursement program uses these values in
validating and calculating a discount. The system validates the
discount if the number of days between the vendor invoice date
and the check date or electronic funds transfer date is not greater
than the number of days the vendor has allowed for the State to
receive the discount. The system then calculates this discount
based on the total dollar amount of each accounting line on the
payment voucher.

Note: A prompt payment discount can also be applied on the
payment voucher. If a discount value is entered on a payment
voucher, it overrides the value entered on the VIQ.
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Single Check Indicator

In the Other Attributes view of the VIQ, there is a Single Check
field with a corresponding drop-down list. This field should be
used if the vendor has requested a single check to pay for this
invoice, rather than combining this payment with other invoices
from the same vendor.

Other Attribute:

Address

' ent L phion
Single Check. Diefault - heck Categary I Fixed Azzet Ind Mo Change -
E »| Application Tupe I

Check Description

Commodity Details ]

Irvoice Amount

Freight Total Invaice
Tax Def 4 Inc / Dec Calc Tatal Lines
Total Lines [l Sl

If this field is left as the Default value, it will default to the value
in the Single Check Requested field on the vendor’s VEN2 record.
If a value is entered in the Single Check field on the VIQ, it
overrides the VEN2 value for that invoice. The single check
option can also be applied on the payment voucher. A value

entered on the payment voucher will override the value on the
VIQ.

Note: If Yes is selected in the Single Check field, the EFT
Indicator tield must be set to No.
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Dizbursement Option:

Single Check | Diefauilt vI Check Categary Fized Azzet Ind I Mo Change VI
EF i

Check Description |

Electronic Funds Transfer Indicator

In the Other Attributes view of the VIQ, there is an EFT
Indicator field with a corresponding drop-down list. This field
should be used if the vendor has requested an electronic funds
transfer to pay for this invoice as opposed to a check.

E l LCommodity D etails ]
Oither Attribute
Address
Disburzement Option
P Check Category I Fixed Azzet Ind INo Change vl
EFT Indicator Drefault s pplication Type I
- .
|rviice Amaunt:
Freight Total Invoice
Tax Lef/ Inc ¢ Dec Calc Tatal Lines
Tokal Lines I (G S

If this field is left as the Default value, it will default to the value
in the EFT Status field on the vendor’s VEN2 record (if the EFT
Status field on VEN2 is Active, the EFT Indicator field on the VIQ
will default to Yes). If a value is entered in the EF'T Indicator field
on the VIQ, it overrides the VEN2 value for that invoice.

Note: The EFT option can also be applied on the payment
voucher. A value entered on the payment voucher will override
the value on the VIQ.

Check Description

Any value entered in the Check Description tield will be inferred
onto the corresponding payment voucher document. This
information is not printed on the check itself.

Other Attribute:

Address

Commodity Details ]

Irvoice Amo —

Freight Total Invaice
Tax Def 4 Inc / Dec Calc Tatal Lines
Total Lines [l Sl
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Check Category

Agencies have the option to have OA/ACC mail disbursement
checks directly to a vendor or hold them for the agency to pick up
and mail to the vendor after reviewing the check themselves. This
option is set using the Check Category field on the VIQ.

Commodity Details ]

Other Attribute:
Address |

Disburzerment Opticr: —— e

Single Check Diefalt =] < Check Category >FiHBE| Aggetlnd | Mo Change =]
EFT Indicator Default = .

Check Description |

Iroice Amount -
Freight Total Invoice

Tax Def/ Inc # Dec Cale Tatal Lines

Tokal Lines I (G S

If this field is left blank, the State Treasurer’s Office will mail the
check directly to the vendor. If you wish to see the check at your
agency first, enter your organization’s check category value in the
Check Category tield. Valid values are stored on the Check
Category table (CCAT). Check category codes begin with the one-
character agency identifier. For a list of agency identifiers, refer to
the appendix at the end of this manual. If the vendor is paid using

an electronic funds transfer (EFT), the Check Category field
should be left blank.

Note: The check category can also be applied on the payment
voucher. A check category entered on the payment voucher
overrides the value entered on the VIQ.
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Fixed Asset Indicator

If the VIQ references a purchase order for a fixed asset, use the
Fixed Asset Ind field to create a Fixed Asset Acquisition document
(FA) shell automatically.

LCommodity D etails ]

Other Attribute:
Address

S

—

Disburzement Option

Single Check Defalt ~| Check Category I Fimed Azset Ind I Mo Change -
EFT Indicatar Diefauilt vi Application Type B
Check Description

Imvioice Amaunt:

Freight Total Invaice
Tax Def 4 Inc / Dec Calc Tatal Lines
Total Lines [l Sl

Select Create One Shell to create one FA document for each line
on the VIQ. Select Create Multiple Shells to create the quantity of
FA documents specified in the Oty / SC 8 Ordered field for each
line on the VIQ. The FA documents will be created when a
corresponding payment voucher is accepted.

Total Lines vs. Total Invoice

The Other Attributes view of the VIQ contains a Total Lines and
a Total Invoice field, both of which require input from the user.

LCommodity D etails ]

Other Attribute:
Address

Disburzement Option

Single Check Defalt ~| Check Category I Fimed Azset Ind I Mo Change -
EFT Indicatar Diefauilt vi Application Type

Check Description

Invoice Amaunt = p— SRS
Freight Total Invoice
;mam_- —
T Def 4 Inc / Dec Calc
Total Lines 6 [l Sl
— 1

The Total Lines field refers to the total dollar amount of all the
lines on the VIQ document. The Total Invoice field refers to the
total dollar amount of the entire invoice. On original VIQ entries,
these two fields will always be the same. However, ifa VIQ is
modified, these fields may be different. For example, if an original
VIQ was entered for $100.00 and a modification to the VIQ is
done later for an increase of $50.00, the value in the Total Lines
field on the modification document will be 50.00, while the value
in the Total Invoice field will be 150.00. Modifications to VIQ
documents are discussed later in this course.
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Special Condition

The Special Condition tield on a VIQ is used to record any special
invoice conditions, such as an overbilling or an underbilling. Valid
codes for the Special Condition field are found on the Condition
table (COND). The Special Condition field is used to track vendor

performance.
Other Attributes i

Line I_

Fief Order / Line [ Amount Def /Inc / Des

Commadity Code l— Gty £ SC % Ordered I—

Item Gty / 5C $ Invoiced I— O N

Special Condition I_ Unit Cost I— i O

Unit of Measure | Total Cost I—

Description | & Defaut " Patial O Final
Text Maone =]

Invoicing Dollar Amounts vs. Quantities

A VIQ document can be used to record billing for services
rendered as well as goods delivered. Service Contract (SC),
Simplified Service Contract (SCS), and Total Cost Purchase Order
(PCT) documents are based on a lump-sum dollar amount of goods
or services, while Quick Decentralized Purchase Order (PDQ),
Quick Price Agreement (PGQ), and Quick Centralized Purchase
Order (PCQ) documents are based on a quantity. If invoicing
against an SC, SCS, or PCT, the value entered in the Quantity /
SC § Invoiced field must be a dollar amount, including two
decimals. If receiving against a PDQ, PGQ, or PCQ, the value
entered in the Quantity / SC § Invoiced field must be a quantity
of goods invoiced.

Other Attributes

Line I_

Fief Order / Line [ Amount Def /Inc / Des

Commodity Cade e

Item [N

Special Condition I_ i 0 [l

Unit of Measure I— Total Cost I—

Description | & Defaut " Patial O Final
Text Maone =]

SAM Il Financial Training Page 29



SAM Il Vendor Invoice Processing

Partial and Final Invoices

When invoicing items, users must indicate on the VIQ whether the
invoice is a partial or final invoice against the purchase order
commodity line. This is accomplished using the Default / Partial /
Final radio buttons.

Other Attributes

Line

l_
Ref Order / Line I_ I_ I— a’l_ Amaunt Def # Inc / Dec
Commadity Code l— Gty / 5C % Ordered I—

Item Gty / 5C % Invoiced I— O R o
Unit Cost I— (O S

Tatal Cost

Special Condition

Unit of Measure

nn

Description

o
& Defaut ¢ Patial ¢ Final >
Tent

If the invoice is less than the amount ordered and an invoice for the
balance of the order is expected later, use the default value of
Partial. If the invoice is equal to the outstanding amount of the
order or if an under or overbilling has been accepted and the order
is considered closed, select Final.

Note: The default value for the Partial / Final fields is Partial.
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Edit: Additional Description

Every commodity line on a vendor invoice document includes a
Description field. This field will automatically be populated with
the commodity code’s description from the Commodity table
(COMT). Under no circumstances should this description be
changed from the COMT description.

SAM II offers the ability to include an additional, more detailed
commodity line description using the Vendor Invoice Text table
(VITX). VITX should be used to include any additional
information necessary for a VIQ commodity line (amount of
overbilling, for example).

To add an additional description to a VIQ commodity line, follow
the steps below:

Step 1.  Select Custom from the drop-down menu in the 7Text
field on the line.

Step 2.  Select Edit: Additional Description from the pull-
down menus.

The Vendor Invoice Text table (VITX) will appear with
your document number and commodity line displayed.

2 Vendor Invoice Text [ (O] =]

Wendar | 0123537330 0 Tranzaction |0 Wl 283981038 Line Mumber oo

0

T
Texst L

[ -

=
1| | »

Step 3.  Enter any text you wish to associate with the line in the
lines provided.

=1

}:—A—Ammwmmhmm—l‘

Step 4.  Select Modify: Add from the pull-down menus at the
top of the screen.

Step 5.  Close the VITX window to return to your document.
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Exercise 1: Enter a VIQ Referencing a PDQ

Scenario

Youve just received a bill for four desks and five chairs from a
vendor against a particular purchase order. However, the vendor
only charged you 325.00 each for the chairs—the original
purchase order had a unit cost of $30.00 each. The following
information is from the purchase order:

Vendor: Staples (0428961270 0)

Commodity Line 001: 5 bookcases ordered at $15.00 each
Commodity Line 002: 5 desks ordered at $50.00 each
Commodity Line 003: 5 chairs ordered at $30.00 each

The accounts payable staff would also like to see the check before
it is sent to the vendor. Record the receipt of the bill using a VIQ
document.

Step 1.  From the Accounts Payable Business Area, open the
Invoice Processing Business Function.

Step 2.  Click on the VIQ button at the bottom of the Business
Function window. The Batch/Document Entry window
appears with Quick Vendor Invoice automatically
selected in the Document Type field.

Step 3.  Enter 1375 in the Organization field.

Step 4.  Enter 375 (the agency) in the first section of the
Document ID field and the prefix SAM in the second
section.

Step 5.  Select Automatic Document Numbering. The system
will automatically assign your document a unique
number.
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Step 6.

B Batch:

Date of Record

Yendor Invoice Type Mo Eritry K3} Irvoice Number I ™ Clear

Comments

Select OK. The VIQ window appears.

Document: ¥IO 375 SAMOD010071 |_[O] x|
! ! & Mew  Modification ' Cancellation

‘endor

Name |

DOther Attributes

Other Attribute:

Dizcaunt Type I_
l LCommiodity Details ]

Address

Single Check.
EFT Indicator

Disbursement Optian:

Check Description |

Diefault | Check Category I Fixed Asset Ind Mo Change =]
Default | Application Type I

Imvioice Amaunt:

Freight Total Invaice
Tax Def 4 Inc / Dec Calc Tatal Lines
Total Lines [l Sl
Step 7.  Enter the following information on your blank VIQ
document:
Invoice Number: Provided by Instructor
Vendor: 0428961270 0
Step 8.  Select Referencing from the Vendor Invoice Type tield
drop-down list.
Step 9.  Enter the following information in the Other
Attributes view:
Check Category: L0
Total Lines: 325.00
Total Invoice: 325.00
Step 10. Click on the Commodity Details tab. The Commodity
Details view appears. Enter the following information:
Line: 001
Ref Order / Line: Provided by Instructor/002
Qty /SC $ Invoiced: 4
Unit Cost: 50.00
Step 11.  Press the Enter key to insert a new line. Enter the
following information in the new line:
Line: 002
Ref Order / Line: Provided by Instructor/003
Special Condition: UB (underbilling)
Qty/SC § Invoiced: §
Unit Cost: 25.00
Step 12.  Select the Final radio button.
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Editing and Error Message Correction
Step 1.  Edit the document by selecting Process: Edit.

Step 2.  Using what you know about error message prefixes and
suffixes, take the steps necessary to correct any hard
errors you receive. Refer to the Error Message
Correction appendix at the back of this manual for
information on correcting error messages.

Step 3.  After correcting all the necessary errors in your
document, edit your document again by selecting
Process: Edit.

If the document is error-free, you will receive the
message “READY FOR APPROVAL 1.”

Approving and Running Documents

No updates will be made to the system until the document has been
accepted into SAM 11 (i.e., the document status = ACCPT). Most
documents in SAM II require at least one level of approval before
the document can be accepted. Note that your VIQ document now
has a status of PEND1, meaning the document is ready for the first
level of approval.

Approve your VIQ
Step 1.  To approve your VIQ, select Process: Approve.

Note that the status of the document changed to SCHED
(scheduled). If the document is left in this status, it will be
processed and accepted overnight.

Run your VIQ
Step 2.  To run your VIQ, select Process: Run.

Note that the status of the document changed to ACCPT
(accepted). A status of ACCPT indicates that the database has
been updated.

IMPORTANT: YOU WILL NOT BE ABLE TO APPROVE
AND RUN YOUR OWN DOCUMENTS IN THE
PRODUCTION ENVIRONMENT. THIS CAPABILITY IS
AVAILABLE IN THE TRAINING CLASSES ONLY. IN
PRODUCTION, APPROVALS AND FINAL PROCESSING
MUST BE DONE BY A PERSON OTHER THAN THE ONE
DOING THE DATA ENTRY.
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Exercise 2: Enter a VIQ Referencing an SC

Scenario

A service technician from Xerox just left after performing some

routine maintenance on some office copy machines. Your agency
has been billed $500.00 for the work performed today. The
following information is from the purchase order:

Vendor: Xerox (1604680200 0)
Commodity Line 001: $12,000.00 (commodity 60042)

The vendor has requested a single check for this invoice. Record
the bill for these services using a VIQ document.

Step 1.  From the Accounts Payable Business Area, open the
Invoice Processing Business Function.

Step 2.  Click on the VIQ button at the bottom of the Business
Function window. The Batch/Document Entry window
appears with Quick Vendor Invoice automatically
selected in the Document Type field.

Step 3.  Enter 1375 in the Organization field.

Step 4.  Enter 375 (the agency) in the first section of the
Document ID field and the prefix SAM in the second
section.

Step 5.  Select Automatic Document Numbering. The system
will automatically assign your document a unique
number.

Step 6.  Select OK. The VIQ window appears.

® Batch: Document: ¥1Q 375 SAM00010071 |_ (O] x|
Date of Record s & Mew  Modification = Cancellation
Yendor Invoice Type Mo Eritry K3} Irvoice Number I ™ Clear
Comments ‘endor
Name | Dizzount Type I_
DOther Attributes l LCommiodity Details ]
Other Attribute:

Address

Disbursement Optian:

Single Check Default | Check Category I_ Fized Azset Ind Mo Change =
EFT Indicator Dafault | Application Type I_

Check Description |
Imvioice Amaunt: —

Freight Total Invaice

Tax | Def 4 Inc / Dec Calc Tatal Lines

Total Lines ] (O el
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Step 7.

Step 8.

Step 9.
Step 10.

Step 11.

Enter the following information on your blank VIQ
document:

Invoice Number: Provided by Instructor
Vendor: 1604680200 0

Select Referencing from the Vendor Invoice Type field
drop-down list.

Select Yes from the Single Check field drop-down list.

Enter the following information in the Other
Attributes view:

Total Lines: 500.00
Total Invoice: 500.00

Click on the Commodity Details tab. The Commodity
Details view appears. Enter the following information:

Line: 001
Ref Order / Line: Provided by Instructor/001
Qty /SC § Invoiced: 500.00
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Editing and Error Message Correction
Step 1.  Edit the document by selecting Process: Edit.

Step 2.  Using what you know about error message prefixes and
suffixes, take the steps necessary to correct any hard
errors you receive. Refer to the Error Message
Correction appendix at the back of this manual for
information on correcting error messages.

Step 3.  After correcting all the necessary errors in your
document, edit your document again by selecting
Process: Edit.

If the document is error-free, you will receive the
message “READY FOR APPROVAL 1.”

Approving and Running Documents

No updates will be made to the system until the document has been
accepted into SAM 1I (i.e., the document status = ACCPT). Most
documents in SAM II require at least one level of approval before
the document can be accepted. Note that your VIQ document now
has a status of PEND1, meaning the document is ready for the first
level of approval.

Approve your VIQ
Step 1.  To approve your VIQ, select Process: Approve.

Note that the status of the document changed to SCHED
(scheduled). If the document is left in this status, it will be
processed and accepted overnight.

Run your VIQ
Step 2.  To run your VIQ, select Process: Run.

Note that the status of the document changed to ACCPT
(accepted). A status of ACCPT indicates that the database has
been updated.

IMPORTANT: YOU WILL NOT BE ABLE TO APPROVE
AND RUN YOUR OWN DOCUMENTS IN THE
PRODUCTION ENVIRONMENT. THIS CAPABILITY IS
AVAILABLE IN THE TRAINING CLASSES ONLY. IN
PRODUCTION, APPROVALS AND FINAL PROCESSING
MUST BE DONE BY A PERSON OTHER THAN THE ONE
DOING THE DATA ENTRY.
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Exercise 3: Invoicing Using Clear All

Scenario

Youve just received a bill for five keyboards, seven modems, six
monitors, one inkjet printer, and one laser printer from a vendor.
The bill for the order matches the purchase order unit costs. The
following information is from the purchase order:

Vendor: Wolverine Computing (0123537930 0)
Commodity Line 001: 5 keyboards at $10.00 each
Commodity Line 002: 7 modems at 335.00 each
Commodity Line 003: 6 monitors $75.00 each
Commodity Line 004: 1 inkjet printer for $120.00
Commodity Line 005: 1 laser printer for $200.00

Record the receipt of this bill using a VIQ document. Since all of
the items from the purchase order were invoiced exactly as they
appeared on the purchase order, use the Clear All option.

Step 1.  From the Accounts Payable Business Area, open the
Invoice Processing Business Function.

Step 2.  Click on the VIQ button at the bottom of the Business
Function window. The Batch/Document Entry window
appears with Quick Vendor Invoice automatically
selected in the Document Type field.

Step 3.  Enter 1375 in the Organization field.

Step 4.  Enter 375 (the agency) in the first section of the
Document ID field and the prefix SAM in the second
section.

Step 5.  Select Automatic Document Numbering. The system
will automatically assign your document a unique
number.
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Step 6.  Select OK. The VIQ window appears.
B Batch: Document: ¥1Q 375 SAMO0010071 [ (O] =]
D ate of Recard S & MNew © Modification " Cancellation
Yendor Invoice Type Mo Ertry =1 Invoice Numnber [ Clear &l
Comments Yendor
MName | Digcount Tupe I_
Other Attributes l Commodity D etails ]
Other Attribute
Address |
|
%iﬁgﬁésgﬂsglttuptiou Default »| Check Categary I_ Fized fzzet Ind Mo Change =]
EFT Indicator Default | Application Type I_
Check Description |
|rviice Amaunt:
Freight Total Invoice
Tax Lef/ Inc ¢ Dec Calc Tatal Lines
Tokal Lines I (G S
Step 7.  Enter the following information on your blank VIQ
document:
Invoice Number: Provided by Instructor
Vendor: 0123537930 0
Step 8.  Select Referencing from the Vendor Invoice Type field
drop-down list.
Step 9.  Click in the Clear All checkbox to select it.
Step 10. Enter the following information in the Other
Attributes view:
Total Lines: 1065.00
Total Invoice: 1065.00
Step 11.  Click on the Commodity Details tab. The Commodity

SAM Il Financial Training

Details view appears. Enter the following information:

Line: 001

Ref Order / Line: Provided by Instructor/ no line
number
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Editing and Error Message Correction
Step 1.  Edit the document by selecting Process: Edit.

Step 2.  Using what you know about error message prefixes and
suffixes, take the steps necessary to correct any hard
errors you receive. Refer to the Error Message
Correction appendix at the back of this manual for
information on correcting error messages.

Step 3.  After correcting all the necessary errors in your
document, edit your document again by selecting
Process: Edit.

If the document is error-free, you will receive the
message “READY FOR APPROVAL 1.”

Approving and Running Documents

No updates will be made to the system until the document has been
accepted into SAM 11 (i.e., the document status = ACCPT). Most
documents in SAM II require at least one level of approval before
the document can be accepted. Note that your VIQ document now
has a status of PEND1, meaning the document is ready for the first
level of approval.

Approve your VIQ
Step 1.  To approve your VIQ, select Process: Approve.

Note that the status of the document changed to SCHED
(scheduled). If the document is left in this status, it will be
processed and accepted overnight.

Run your VIQ
Step 2.  To run your VIQ, select Process: Run.

Note that the status of the document changed to ACCPT
(accepted). A status of ACCPT indicates that the database has
been updated.

IMPORTANT: YOU WILL NOT BE ABLE TO APPROVE
AND RUN YOUR OWN DOCUMENTS IN THE
PRODUCTION ENVIRONMENT. THIS CAPABILITY IS
AVAILABLE IN THE TRAINING CLASSES ONLY. IN
PRODUCTION, APPROVALS AND FINAL PROCESSING
MUST BE DONE BY A PERSON OTHER THAN THE ONE
DOING THE DATA ENTRY.
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Exercise 4: Enter a Non-Referencing VIQ

Scenario:

You just received an invoice from the Office Images vendor for an
unencumbered purchase of some pencils and staples. Enter a VIQ
to record the invoice.

Step 1.

Step 2.

Step 3.
Step 4.

Step 5.

Step 6.

B Batch:

Date of Recaord
Yendor Invoice Type Mo Ertry =1 Invoice Numnber I [ Clear &l

Comments

From the Accounts Payable Business Area, open the
Invoice Processing Business Function.

Click on the VIQ button at the bottom of the Business
Function window. The Batch/Document Entry window
appears with Quick Vendor Invoice automatically
selected in the Document Type field.

Enter 1375 in the Organization field.

Enter 375 (the agency) in the first section of the
Document ID field and the prefix SAM in the second
section.

Select Automatic Document Numbering. The system
will automatically assign your document a unique
number.

Select OK. The VIQ window appears.

Document: ¥IQ 375 SAMO0010071 == 3
dood & New  Modification " Cancellation

Yendor

Mame |

Other Attributes
Other Attribute:

Address

Digcount Tupe I_
l Commodity D etails ]

Disburgement Option
Single Check

EFT Indicatar
Check Description |

Default »| Check Categary I Fized fzzet Ind Mo Change =]
Defalt | Application Type I

Irwedice Amount

Freight Total Invoice
Tax Lef/ Inc ¢ Dec Calc Tatal Lines
Tokal Lines I (G S
Step 7.  Enter the following information on your blank VIQ

document:

Invoice Number: Provided by Instructor
Vendor: 0430853900 0

SAM Il Financial Training
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Step 8.

Step 9.

Step 10.

Step 11.

Select Non-referencing from the Vendor Invoice Type
field drop-down list.

Enter the following information in the Other
Attributes view:

Total Lines: 110.00
Total Invoice: 110.00

Click on the Commodity Details tab. The Commodity
Details view appears. Enter the following information:

Line: 001

Commodity Code: 62060
Unit of Measure: BOX
Qty /SC $ Invoiced: 10
Unit Cost: 4.00

Press the Enter key to insert a new line. Enter the
following information in the new line:

Line: 002

Commodity Code: 61581
Unit of Measure: BOX
Oty /SC § Invoiced: 20
Unit Cost: 3.50
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Editing and Error Message Correction
Step 1.  Edit the document by selecting Process: Edit.

Step 2.  Using what you know about error message prefixes and
suffixes, take the steps necessary to correct any hard
errors you receive. Refer to the Error Message
Correction appendix at the back of this manual for
information on correcting error messages.

Step 3.  After correcting all the necessary errors in your
document, edit your document again by selecting
Process: Edit.

If the document is error-free, you will receive the
message “READY FOR APPROVAL 1.”

Approving and Running Documents

No updates will be made to the system until the document has been
accepted into SAM 1I (i.e., the document status = ACCPT). Most
documents in SAM II require at least one level of approval before
the document can be accepted. Note that your VIQ document now
has a status of PEND1, meaning the document is ready for the first
level of approval.

Approve your VIQ
Step 1.  To approve your VIQ, select Process: Approve.

Note that the status of the document changed to SCHED
(scheduled). If the document is left in this status, it will be
processed and accepted overnight.

Run your VIQ
Step 2.  To run your VIQ, select Process: Run.

Note that the status of the document changed to ACCPT
(accepted). A status of ACCPT indicates that the database has
been updated.

IMPORTANT: YOU WILL NOT BE ABLE TO APPROVE
AND RUN YOUR OWN DOCUMENTS IN THE
PRODUCTION ENVIRONMENT. THIS CAPABILITY IS
AVAILABLE IN THE TRAINING CLASSES ONLY. IN
PRODUCTION, APPROVALS AND FINAL PROCESSING
MUST BE DONE BY A PERSON OTHER THAN THE ONE
DOING THE DATA ENTRY.
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Review and Skill Check

Enter T or F next to each situation below to indicate True or False:

1. You’ve been billed for all 20 lines of a purchase order
for the exact quantities you ordered, although the vendor
gave you a $2.00 discount on the unit cost from the
purchase order for one of the lines. The Clear All option
should be used in this situation.

2. You’ve been billed for 3 days worth of cleaning services
at $30.00 per day. The purchase order used for these
services was a PGQ document. The user entering the VIQ
is correct in entering 90.00 in the Quantity / SC $ Invoiced
field.

3. You’ve been billed for 3 days worth of cleaning services
at $30.00 per day. The purchase order used for these
services was an SC document. The user entering the VIQ
is correct in entering 90.00 in the Quantity / SC $ Invoiced
field.

4. The vendor usually receives an electronic funds transfer
for disbursements. However, they have requested a single
paper check to pay for this particular invoice. Setting the

EFT Indicator field to No on the VIQ will accomplish this.
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Vendor Invoice Inquiry
Tables

Topic Objectives
After completing this topic, you will:

e Understand the uses of the main vendor invoice inquiry
tables.

e Know how to look up VIQ documents on the main vendor
invoice inquiry tables.

e Understand how to look up purchase order information on
the main purchase order inquiry tables.

e Understand how to use the Document Cross Reference
Inquiry table (DXRF).

e Understand the uses of the Vendor Performance Inquiry (1
of 2) table (VPER).

Open Item Tables and Documents

As you learned in the SAM II Document Processing class, accepted
documents are purged from the Document Listing (SUSF) nightly.
However, once a document has been accepted into the SAM II
system, information from that document is stored on a set of
document type-specific open item tables. Most document types
have a set of open item tables that store information for that
document type only. Open item tables can be used to find current
information about a given document. The open item tables are
updated immediately when referencing documents are accepted.

Open item tables are most useful when used in conjunction with
the Business Areas and Business Functions.
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The following open item tables are updated each time a Quick
Vendor Invoice (VIQ) is accepted in SAM II:

e Open Vendor Invoice Header Inquiry (OVIH)
e Open Vendor Invoice Line Inquiry (OVIL)

e Open Purchase Order Header by Document Inquiry
(OPHD)

e Open Purchase Order Commodity Line by Document
Inquiry (OPCD)

Unlike most open item tables, information is accessed on OVIH
and OVIL by entering the vendor code in the Vendor field and the
assigned vendor invoice number from the Invoice Number field
on the VIQ in the Transaction ID field, preceded by V1. A line
number may also be entered on OVIL, if desired.

Information can be accessed on the purchase order tables (OPHD
and OPCD) by entering the purchase order document ID in the
Transaction ID field and using the options available under the
Display menu (Browse Data, More Data, etc.).
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Open Vendor Invoice Header Inquiry (OVIH)

2 DOpen Yendor Invoice Header Inquiry M= E3

Vendar [0002841580C | Transaction ID ¥l ADMOO0DD37T

[RE JUMITED STATES POSTAL SERYICE

Invaoice D ate 03 /20 /33 Fixed Asset Indicator |No Change

Wendar Invoice Type | Created from Py

Last Reference Mumber W IW

Check Description | Check Categary I_

Single Check IW Dizcount Type |_

EFT Indicatar IW EFT Application Type I—
Amounts Extended Purchasing ]

Aot
Total Line IW Freight I—DDD
Tax I—EIDD Tatal Invoice IW
Paprient Youcher IW

Open Vendor Invoice Header Inquiry (OVIH) displays “header”
information about any accepted Quick Vendor Invoice (VIQ).
Header information is information that pertains to the document as
a whole (i.e., not broken up by commodity lines). OVIH includes
the following information:

e Invoice date

e Invoice type

e Last referencing transaction ID (either a payment voucher or manual
warrant)

Check category

Single check indicator

EFT indicator

Total invoice amount

Closed date
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Open Vendor Invoice Line Inquiry (OVIL)

2. Open ¥endor Invoice Line Inguiry [_[O] x|

Wendor 0002541580 0 Tranzaction [0 Yl BOx1641

Line Murnber am

Cornrmodity # Item ISB2EB— / I_

Description |

Unit of M easure W Wwarehouse I—

t anufacturer Mumber | Mame |

Test Flag W

Reference Trans ID Ling Mumber I_

Partial / Final Ind [Patial

Original Unit Cost Im Unit Cast |nvoiced Iw

Diseaunt Cade I_ Discaunt % 0.00  Discount Amount I—DDD

Quantity Paid IW Pre-tax Amoint IW

Special Condition I_ Tax Code I_ Tax Amount I—DDD

Cuantity Inyvoiced IW Freight Amount I—DDD
Tatal IW

Open Vendor Invoice Line Inquiry (OVIL) displays information
about an individual commodity line from your VIQ. Using the
combination of the Transaction ID field and the Line Number
field, users may look up one particular line at a time, or all lines in
sequence. Use OVIL to get the following information:

Commodity code and description
Unit of measure

Warehouse

Custom text indicator
Referenced purchase order ID
Partial / Final indicator

Quantity invoiced

Quantity paid

Special condition code

Purchase Order Tables

All types of purchase orders (PDQ, PGQ, SC, SCS, PCQ, PCT) are
stored on the purchase order tables (OPHD and OPCD). When
VIQ documents are accepted, the corresponding invoice
information fields are updated on OPHD and OPCD.

Note: The first section of the Transaction ID field on OPHD and
OPCD will only accept two characters. Only the first two
characters of the document type are needed: to browse for a PDQ
document, enter PD in the first section; to browse for a PGQ
document, enter PG in the first section; to browse for either an
SCS or an SC document, enter SC in the first section. Continue
entering the remaining sections (agency code and document
number) as usual.
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Open Purchase Order Header by Document Inquiry (OPHD)

2 Open Purchase Order Header by Document Inquiry [ (O] =]

Transaction D [PD 375 SAMO0000N 08 wendar [03z337930

Contact | Phane I—

PO Date 01 /13 /00 Address Indicatar [0 Buyer |

% MBE Participation IW [ MEE Subeontract Fart

% WEE Participation Iw [ /BE Subsantract Fart [rd

Fesp Person |LEE BOLLINGER

Fesp Agency 375 Fesp Organization Iﬁ Org Mame IDEF‘AHTMENT OF INSURA

Comments I— Budget Fy’ IW

Offset Reserve Account W Last Print D ate ! !

Modification Mumber W Mod Date ! !
Delivery Details ] LControls ] Cost Details Amounts

Tatal Order Amount IW

Received Amaunt IW

Irveoiced Amaunt IW

Outstanding Amount IW

Expended Amaount IW

Clozed Amount IW PO Clozed Date ! !

Processing a VIQ updates the Invoiced Amount field on the

Amounts view of OPHD.
Open Purchase Order Commodity Line by Document Inquiry
(0OPCD)
2 Open Purchase Order Commodity Line by Document Ingquiry
Tranzaction D FD 400 00000600002 Line Murnber am
Wendor [4316287480 Mame [MISSOURI VOCATIONAL ENTERPRISE
Account Line IT PA Line Mum I— Commodity / ltem |=125l3?— .-"I_
Description |DFFIEE FURMITURE., 00D
Unit [E& Eligible for Auta P/ Yes
taruf Murmber | Mame |
Text Flag [Custom BidID Bid Line |
Quantity Ordered IW Unit Cost Iw Total IW
Quantity Paid IW
LCost Details ] Received Irvoiced Fomward Transaction ]
Quantity Invoiced IW Invoice Condition I_
Final Invoice IF Total IW

Processing a VIQ updates the fields on the Invoiced view of
OPCD.

Note: The purchase order tables can be found in the Purchase
Order Processing Business Area in the Open Item Inquiry
Summary Business Function.
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Exercise 5: Viewing Vendor Invoice
Information

Now that you have some VIQ’s accepted in SAM 11, you can look
up each one on the open item vendor invoice tables discussed
above. Keep in mind that these tables could be available under
several different business functions, not just the one used in the
example.

Find Your First VIQ

Step 1.  From the Accounts Payable Business Area, open the
Invoice Processing Business Function.

The Open Vendor Invoice Header Inquiry table (OVIH)
opens automatically.

Step 2.  Enter 04289612700 in the Vendor field.

Step 3.  Enter your assigned invoice number from your first
VIQ in the Transaction ID field in the following
format:

VI XXXXXXXXX

(Where XXXXXXXXX is the invoice number—don’t
forget the VI portion).

Step 4.  Select Display: Browse Data to display header
information from your VIQ.

Step 5.  Click on the OVIL button at the bottom of the Business
Function window view information about your

commodity lines on the Open Vendor Invoice Line
Inquiry table (OVIL).

Note that your document ID is automatically carried
forward from OVIH.

Step 6.  Select Display: More Data to view the second line on
your VIQ document.
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Find Your Other VIQ’s

Close the OVIL window and repeat steps 2-5 using your other
three VIQ documents. Remember that your second VIQ had only
one line, your third VIQ had five lines, and your fourth VIQ had 2
lines—be sure to view them all using the Display: More Data
command.

Note: Your second invoice used vendor code 16046802000. Y our
third invoice used vendor code 01235379300. Y our fourth invoice
used vendor code 04308539000.

Document Cross Reference Inquiry (DXRF)

In addition to the open item tables, the Document Cross Reference
Inquiry table (DXRF) can be a very useful tool when looking up
current information about a purchase order.

Document Cross Reference Inquiry (DXRF)

2 Document Cross Reference Inquiry [_ (O] =]
Document D FD 375 DO00000000Z Summary Tatal | 387.00

[

Reference Acceptance Doc Closed Reference Doc ‘
Document |D Date Action Amount Date Releaszed Amount

AD 000 03662670 090199 387.00 0.00
PD 375 DO00OOOOA02 072093 387.00 083099 0.00
P 375 DO00O000002 023093 387.00 090399 387.00
RC 375 DO0000000zZ2 083099 387.00 0.00
W1 111 534RI 023093 387.00 083099 0.00

[= ) QAU
mmmm

1| | »

Document Cross Reference Inquiry (DXRF) provides information
about all documents associated with the document entered in the
Document ID field in the header. For example, you may enter a
purchase order document ID in the header, and SAM II will list all
of the other documents that referenced the order (receivers,
invoices, etc.). The document ID and acceptance date are
displayed along with the vendor/provider (if applicable) and the
closed date (if applicable) for each of the related documents.
Information in this window is updated during the nightly cycle
process.
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Vendor Performance Inquiry (1 of 2) (VPER)

VIQ documents update the Vendor Performance Inquiry (1 of 2)
table (VPER).

2 Vendor Performance Inqguiry [1 of 2)

=l
Wendar 0123537330 i Mame | WOLVERINE COMPUTING
PC PG FD 5C Tatal Percent Tatal
‘Year-to-date Orders | 10 oo 3 10 5] oo | ]
Cancellations I_D I_D I_D I_D I_D m I_D
endor Cancelled Lines I_D I_D I_D I_D I_D I_D
‘Year-to-date Order Lines | 10 oo C| 10 1 I—D
Deliverp Conditions | Shipping Conditions | Inwoicing Conditions ]

Shipping Condition:

Owershipments I_EI I_D I_U I_D m I_U
Undershipments I—D I_D I_D I_D m I_D
D'amaged Shipments I—D I_D I_D I_D m I_D
Substitute Shipments I—EI I_D I_D I_D m I_D
Duplicate Shipments I_D I_D I_D I_D m I_D

VPER records vendor performance. The Special Condition field
on a VIQ affects a vendor’s performance record. To see a
vendor’s performance record, enter the vendor’s code in the
Vendor field and use the Browse menu options.
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Quick Vendor Invoice
Modifications and
Cancellations

Topic Objectives
After completing this topic, you will:

e Know how to modify or cancel a Quick Vendor Invoice
document (VIQ) after it has been accepted.

Modifications Introduction

There may be special situations in which a Quick Vendor Invoice
(VIQ) must be modified or cancelled. Recall from the SAM I1
Document Processing class that documents do not actually update
the SAM II database until they have been accepted
(status=ACCPT). If a VIQ you are working on needs to be
modified or cancelled and the document is not yet accepted, simply
open the document and make any changes required (or delete the
document using the Process menu).

Note: In some cases it may be necessary to remove approvals that
were previously applied from the document before changes or
deletions can be made.

In some situations, however, a VIQ may need to be modified or
cancelled after it has been accepted. In these cases, a SAM II
modification or cancellation document must be processed and
accepted.

SAM Il Financial Training Page 53



SAM Il Vendor Invoice Processing

Modification and Cancellation Documents

If an accepted VIQ document must be modified or cancelled, a
new VIQ document must be created using the same Invoice
Number as the original document. This new document is marked
as either Modification or Cancellation when the document is
opened, thus distinguishing it from the original vendor invoice.
SAM II will send an error message if a new document is created
with the same vendor invoice number as an earlier document and
neither the Modification or Cancellation radio button is selected.

B Batch: Document: ¥1Q 375 SAMO0010071 M=
D ate of Recard S & New © Modification ¢ Cancellation

Yendor Invoice Type Referercing =1 Invoice Numnber I [ Clear &l
Comments I Wendaor 0123537930 -0

Mame | Digcount Tupe I_

Modifications vs. Cancellations

Several things on a VIQ can be modified after the document has
been accepted: quantities or dollar amounts invoiced, partial/final
indicators, special conditions, indicators, etc. When processing
modifications, you will only enter the required fields and the items
being modified (i.e., if you are only changing a special condition,
then do not enter any information about quantities invoiced). In
addition, if changing quantities or dollar amounts, use the
Default/Increase/Decrease radio buttons to denote the amount of
the change.

Canceling a Quick Vendor Invoice (VIQ) document reverses all of
the effects of the original entry.
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Required Fields for Modifications and Cancellations

The following requirements must be adhered to when processing
modifications and cancellations to VIQ documents:

New/Modification/Cancellation (radio buttons): Select either
Modification or Cancellation.

Invoice Number: Must be entered. The invoice number entered
must be the same as invoice number on the original document. If
the invoice number needs to be changed, the invoice must be
cancelled and a new one entered.

Vendor: Must be entered. The vendor entered must be the same as
the vendor on the original document. If the vendor needs to be
changed, the invoice must be cancelled and a new one entered.

Line: If modifying a value on one of the lines, enter the line
number from the original invoice.

Commodity Code: Must be entered on modifications. The
commodity code does not have to be the same as the original
document.

Total Lines: Required on modifications. Enter the dollar value of
the total of all of the lines on the modification document.

Note: If decreasing the amount of an invoice, use the Dec
indicator for the Total Lines field. Otherwise, either Def or Inc
can be used.

Total Invoice: Required on modifications. Enter the dollar value
of the entire invoice (the original invoice amount plus any
subsequent modifications, including the effect of the modification
you are working on).
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Modifications to Commodity Lines

Commodity lines on a VIQ document can be added, changed, or
deleted. When a document is modified, the appropriate entry in
the Def/Inc/Dec (Default/Increase/Decrease) radio buttons is
required for each line affected.

e This indicator is used instead of specifying negative and
positive amounts in the Quantity / SC § Invoiced and Unit
Cost fields. Use the Inc button if the amount of the field
will increase as a result of the modification. Use Dec if the
amount will decrease. Enter the amount of the change in
the field.

e [fadding a new line, the Def radio button must be selected.

e [fmodifying the quantity or dollar amount invoiced of an
existing line, Inc or Dec must be selected, as appropriate.

e If deleting a line, Dec must be selected and the original
quantity or dollar amount must be decreased such that the
net amount is zero.

Page 56 SAM Il Financial Training



SAM Il Vendor Invoice Processing

Exercise 6: Modifying a Quick Vendor Invoice

Scenario: You just found out that the vendor is giving you a 35.00
discount on the unit cost for each of the desks that were invoiced in
Exercise 1. Modify your invoice to reflect the decreased unit cost.

On your original VIQ, the desks were invoiced on line 001.

Complete the following exercise:

Step 1.  From the Accounts Payable Business Area, open the
Invoice Processing Business Function.

Step 2.  Click on the VIQ button at the bottom of the Business
Function window. The Batch/Document Entry window
appears with the Quick Vendor Invoice automatically
selected in the Document Type field.

Step 3.  Enter 1375 in the Organization field.

Step 4.  Enter 375 (the agency) in the first section of the
Document ID field and the prefix SAM in the second
section.

Step 5.  Select Automatic Document Numbering. The system
will automatically assign your document a unique
number.

Step 6.  Select OK. The VIQ appears.
Step 7.  Click on the Modification radio button.

Step 8.  Enter the following information:

Invoice Number: Use the same invoice number you

used in Exercise 1
Vendor: 0428961270 0

Step 9.  Enter the following information in the Other
Attributes view:

Total Lines: 20.00
Total Invoice: 305.00

The Total Lines is the amount the of just the
modification document ($5.00 x 4 desks = $20.00).
The Total Invoice is the amount of the entire invoice
after the modification ($325.00 - $20.00 = $305.00).

Step 10. Select the Dec radio button next to the 7otal Lines field.
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Step 11.

Step 12.
Step 13.

Step 14.

Step 15.

Click on the Commodity Details tab. The Commodity
Details view appears. Enter the following information:

Line: 001
Commodity Code: 42521
Unit Cost: 5.00

Select the Dec radio button next to the Unit Cost field.

Edit the document by selecting Process: Edit from the
pull-down menus.

Correct any error messages and reedit the document if
necessary.

Select Process: Approve and Run from the pull-down
menus to run your document.
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Exercise 7: Canceling a Quick Vendor Invoice

Scenario: The VIQ you modified in the last exercise now needs to
be canceled. Enter a cancellation document.

Complete the following exercise:

Step 1.  From the Accounts Payable Business Area, open the
Invoice Processing Business Function.

Step 2.  Click on the VIQ button at the bottom of the Business
Function window. The Batch/Document Entry window
appears with the Quick Vendor Invoice automatically
selected in the Document Type field.

Step 3.  Enter 1375 in the Organization field.

Step 4.  Enter 375 (the agency) in the first section of the
Document ID field and the prefix SAM in the second
section.

Step 5.  Select Automatic Document Numbering. The system
will automatically assign your document a unique
number.

Step 6.  Select OK. The VIQ appears.
Step 7.  Click on the Cancellation radio button.

Step 8.  Enter the following information:

Invoice Number: Use the same invoice number you

used in Exercise 1
Vendor: 0428961270 0

Step 9.  Edit the document by selecting Process: Edit from the
pull-down menus.

Step 10. Select Process: Approve and Run from the pull-down
menus to run your document.
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Appendix A: Using the
Document Listing
(SUSF)

Introduction

The Document Listing (SUSF) is a record of all the documents that
are occurring in SAM II. The Document Listing allows you to
review documents in the system and/or work on several documents
at one time. Accepted and Deleted documents are removed from
the Document Listing on a regularly scheduled timeframe (1 or 2
days).

The Document Listing (SUSF)

2 Document Lizting H=1
Organization I
Batch ID Document [D Statuz Process Date
[0 B 0 | | A
‘ Batch Batch  Batch Doc Doz Doc Last ‘
Type  Agency  Mumber Type  Agency  Mumber Statuz Approvals
: SETUPOOZ 00000 I 99
B AL om0 SETUPOS2 ACCPT 00000 010699
B AL oo SETUPOT2 ACCPT 00000 01 0639
B AL 100 SETUPOHZ ACCPT 00000 01 0639
B AL 100 SETUPOKZ ACCPT 00000 010639 b
B AL 100 SETUPOL2 ACCPT 00000 010639
B AL 100 SETUPORZ ACCPT 00000 010639
B AL 100 TRY000000396 ACCPT  v0OOD 050399
B AL 100 TRY00000038 ACCPT  v0OOD 050399
B AL 100 TRS00000100 ACCPT  Y0OOD 050399 -
] | of
Mew ... | DOpen | Browse | Maore Data | Refrezh MNew Selection ... | [ElEaT SEleattn |
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Document Listing Fields

The following tables list all of the fields on the Document Listing
(SUSF) and a brief description of their uses:

Header Area Fields
Field Name Description
Organization Conditional. Allowed only for document creation. Enter the

organization to be associated with the document if required for
your security profile.

Batch ID Optional. You may specify a batch to be listed by specifying a
batch ID.
Document ID Optional. You may specify the first document ID to be listed by

specifying a document ID.

Status Optional. You may limit the list of documents by specifying a
document status. If no value is entered, documents with all
statuses will be displayed.

Process Date Optional. You may limit the list of documents by specifying a
process date. Only documents with the process date you entered
will be displayed.
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List Area Fields
Field Name Description
Batch Type Display only. The transaction code used to identify the batch is

displayed.

Batch Agency Display only. The agency to which the batch belongs is displayed.

Batch Number Display only. Unique identifier for the record that the system can
easily access and refer to during processing and future queries.

Doc Type Display only. The code used to identify the document type is
displayed.

Doc Agency Display only. The agency of the document is displayed.

Doc Number

Display only. The number of the document is displayed.

Status Display only. The status of the suspended document is displayed.

Approvals Display only. The required approval levels and statuses of the
document are displayed.

Last Date Display only. The last date that the document was updated is
displayed.

Last user Display only. The identification number of the last user to update

the document is displayed.

Process Date

Optional. Enter a date to schedule future processing for the
document or batch of documents. Note: SAM II users can enter
the process date only by selecting the field and pressing the
Escape key. After the new date has been entered, select the
Change Date command from the Process menu.

To search for a specific document, enter the document number in
the Document ID line at the top of the window, then select the
Browse button. SAM II will find the document you are searching
for and display it on the top line of the Document Listing.

On the Document Listing, documents are sorted by Document type
and Document number. The Document Listing displays 30
documents at one time. You can scroll down through the list of
documents to view the entire set. Select the More Data button to
see the next set of documents.
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Methods for Processing

The pull-down menus and buttons associated with the Document
Listing let you perform a number of tasks. The main types of tasks
are as follows:

e entering and processing batches or documents in SAM 11

e reviewing batches or documents that have been entered into
SAM II

e scanning for specific batches or documents in SAM II

You can use the Document Listing buttons to perform the
following actions:

e New: Create a new batch/document

e Open: Open an existing batch/document

e Browse: Display a list of entries

e More Data: Display the next set of entries

e Refresh: Display the current entries again (to see changes
in a document’s status)

e New Selection: Open the Document Selection window,
where you can specify search criteria

e Clear Selection: Clear the current Document Selection
choices

You may also use the Process menu to perform various actions on
the selected document, including processing, copying, approving,
and deleting/undeleting.
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Freeing a Document

When a user is working with a document, SAM II prevents any
other users from accessing it simultaneously. Occasionally, an
editing session may be disrupted in a way that leaves the document
locked as if you were entering information into it, even though you
are not. When this occurs, the system will not allow you to open
the document again until you frree the document, indicating that the
lock on it should be removed. A document needs to be "freed" if
you attempt to open it and receive the message Doc in Use by
Another User. You will need to use this command in the event
that your building has a power outage or network failure.

This command removes any lock on a document to which it is
applied, including locks that are set because someone else is
actively editing the document. Before freeing a document, make
certain that the lock you are removing is not one that reflects active
use by another user.

Freeing a Document

Follow the steps below to free a document

Step 1.  From the Document Listing, highlight the line of the
document you want to free.

Step 2.  From the Process menu, select the Free command. A
message will appear telling you the document has been
freed. Your document is now free and you can
continue to work with it.

Page 64

SAM Il Financial Training



SAM Il Vendor Invoice Processing

Reviewing and Approving Documents on the
Document Listing

The Document Listing shows the status of all documents.
Documents with statuses of REJCT, SCHED, PEND#, or HELD
can be retrieved from the Document Listing for editing and
approval.

When the Document ID of the document you wish to review is
known, it can be opened using the following method:

Step 1.  Enter the document ID of the document you wish to
review in the Document ID fields at the top of the
window.

Step 2.  Click on the Browse button. The document you
entered appears on the first line.

Step 3.  Click on the Open button at the bottom of the window.

Note: You may also open a document by double-
clicking on the document line from the Document
Listing.

Step 4.  After reviewing the document, select the Approve
option from the Process menu.

Step 5.  Click on the [X] in the upper right corner of the
document window to close the document and return to
the Document Listing.

You may also edit, approve, and run an entire batch of documents
directly from the Document Listing. Browse for the batch using
the Batch ID fields at the top of the window. When found,
highlight the batch and use the Process and Approvals menu
options from the Process menu. All documents should be
reviewed before being run.
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Browsing the Document Listing

You may also browse the Document Listing for documents that
match certain criteria by entering a partial key in the Document ID
fields. For example, you may browse the document listing to view
a list of RXQ documents entered for a specific agency.

Use the following steps to browse the document listing:

Step 1.  Enter a partial key in the Document ID field at the top
of the window, for example, only a type and agency.

Step 2.  Select the Browse button. The first document of that
type for the particular agency is highlighted followed
by a list of other documents sorted by Document
Number.

Step 3.  Use the scroll-bar at the right of the window to view the
documents available.

Step 4.  Select the More Data button to refill the screen with
the next set of entries that match the partial key that you
entered above.
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Using the Document Selection Window

The Document Selection window provides a way to find and open
documents on the Document Listing. Using Document Selection,
you can specify search criteria to find certain types of documents.
For example, you can use Document Selection to find only
Purchase Orders with a status of HELD.

Document Selection allows you to list the documents according to
some selection criteria. This is very useful because it allows you
to selectively list only a few documents (which meet some
selection criteria) from a potentially large list of documents.

It is quite possible that you will have a “usual” set of selection
criteria, depending upon your designation. For example, you
might want to list a set of document types pending your approval.
Document Selection provides a feature to specify this “usual”
selection criteria (or “profile”), save it, change it and use it for
displaying documents.

To open the Document Selection window, select the New Selection
button from the Document Listing.

Document Selection Window

| -
| Document Selection

Agencyies] i
Docurnent Tepe(z] | |I|
Approvalz 1 20304 5

Statuz(es) | |I|
Latest Date ! i

Initial Uzer 10z |

Latest Uzer ID[z] |

| Find I Ealidatel Save | Laad | Clear | Cancel |

IInhable to Load D ocument Selections —
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Document Selection Commands
Find

The Find button will do the document selection and return you to
the Document Listing, using the criteria specified on the window.

Validate

Clicking on the Validate button will validate the values specified
in the Document Selection window. This will send the specified
selections to the server for validation. If there are errors (invalid
User ID, for example), they will be displayed on the status bar.
The user can modify the selections to correct the errors and
validate again.

Save

When you click on the Save button, a save window pops up,
allowing the user to save the preferences in a .wfl file to load later.
You should typically validate the selection criteria before saving it,
even though validation is not mandatory.

Load

You can load the profile you saved by clicking on the Load button.
A window appears that will allow the user to select one of the .wfl
files to load the profile from.

Clear

The Clear button will clear all the selections on the Document
Selection window, so that the user can specify new values. It does
not change the saved values.

Cancel

The Cancel button returns you to the Document Listing without
making any selections.
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Selecting Document Selection Preferences

Step 1.  Click on the New Selection button from the Document
Listing.

Step 2.  Enter the search criteria using the keyboard and the
pulldown menus. All of the criteria are optional. You
may make selections as broad or as detailed as desired:

Agency: Enter an agency or a list of agencies
(separated by semicolons).

Document Type(s): Using the Select Choices window,
select the document types you wish to view.
Approvals: Use the checkboxes to indicate the pending
approval levels you wish to view.

Status(es): Using the Select Choices window, select the
statuses of the documents you wish to view.

Latest Date: Enter the date of processing for the
documents you wish to view.

Initial User ID: Enter the user ID of the person that
created the documents you wish to view.

Last User ID: Enter the user ID of the last person to
touch the documents you wish to view.

Step 3.  (Optional) Select the Save button to save the criteria
you have just selected. If you save the criteria, you can
select the Load button later to use the search criteria
again without repeating the selection process.

Note: Saving preferences may be useful for users that
need to view certain types of documents on a regular
basis. Save your preferences to your c:\ drive with the
.wfl file extension.

Step 4.  Select the Find button. The Document Listing appears,
displaying only the documents that match the criteria
you have indicated.

At this point, you can select the documents and work with them.
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Select Choices Window

Select Choices

Aevailable Chaoice Wi by Selected Choices——————————
& Name ¢ Code

Allatrmet

>
Add

Appropriation [Extended) |
Auvtomated Papment Y oucher

Bid T abulation »

Cash Receipt Add Al

Check, Cancellation <

Expenze Budget Remove

Federal &id Charge

Federal Aid Master - «

Remove Al

ok Cancel |

When selecting the status and document type criteria from the
Document Selection window, you will click on the arrow icon
button. When the arrow is clicked SAM II will open up the Select
Choices window. This window presents a list of available values,
from which you can select.

The View by Name/Code panel displays the choices either in the
long form (View by Name) or in the short form (View by Code).

The Available Choices are displayed in a list box on the left side of
this window. You can select a choice and click on the Add button
to add it to the Selected Choices, displayed on the right side.
Similarly you can simply click on Add All to add all the Available
Choices to the Selected Choices. The Remove button deletes the
selected row from the Selected Choices list. Remove All deletes

all the selected choices.

Once the values are chosen by clicking the OK button on the
Select Choices window, these are displayed in the appropriate
fields in the Document Selection window, separated by
semicolons.
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Appendix B: Agency
Identifiers

The following list of agency identifier codes can be used on the
Check Category (CCAT) table.

Agency Agency
Identifier

A Legislature

Judiciary

Public Defender Commission

Governor

Lt. Governor

Secretary of State

State Auditor

T M m |9 O |w

State Treasurer

P

Attorney General

—

Office of Administration

Department of Agriculture

Department of Insurance

Department of Conservation

Department of Economic Development

Department of Elementary and Secondary Education

Department of Higher Education

Department of Health

Department of Transportation

»n (® O |70 |Z2 | & R

Department of Labor and Industrial Relations

—

Department of Mental Health
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Department of Natural Resources

Department of Public Safety

Department of Revenue

Department of Social Services

Department of Corrections

N O |[< (X = < |C

Reserved for new agency

0 Statewide: non-agency specific

1 Department of Social Services

2 Department of Transportation

3-9 Reserved for future use
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Appendix C: Error
Message Correction

Status Bar and Error Messages

Informational and error messages reside on the status bar in the
leftmost field. Sometimes several messages appear in the status
bar. The first message is displayed, along with the total number of
messages. You can scroll through the list of messages and see
each one individually using the small up and down arrow buttons
to the right of the messages, or you can click on the Messages
button to view multiple messages in the Messages window.

Messages
Button
| B3 of 7. INVALID VENDOR CODE =] gzitioss] Status FEICT  Ln1/2 | 202PM [12/14/33
Messages Window
P Messages [ |O] =]

HO1-5215E

HOT-4232E INYALID YERDOR CODE
DO1-5433w/ ACCT LN OBJ MOT = 0OBJ OWN COMT
DOZ2-5054E INWALID COMMODITY CODE

DO2-5433w/ ACCT LN OBJ MOT = OBJ ON COMT
DO2-5182E COMM CODE WOT IN TABLE

Message Prefixes

When SAM II detects errors within a document, messages with
two types of prefixes can be returned: H and D.

Header Errors

A message that begins with an H indicates that the error received
applies to something in the Header, Other Attributes, or
Accounting Details view of the document.

Detail Errors

A message that begins with a D indicates that the error received

applies to one of the detail lines on the document. A 2 or 3 digit
number follows the D. This number indicates the line number
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where the error can be found. Note that the 2 or 3 digit number
refers to the line number according to the line counter in the status
bar, not necessarily the user assigned line number. For example, a
message beginning with D04 corresponds the fourth detail line.

Message Suffixes

When SAM II detects errors within a document or table, messages
with three types of suffixes can be returned: E, O, and W.

Hard Errors

A message with an E as the suffix is a hard error. This means that
processing of the document or table will not continue until you
correct these errors.

Overrideable Errors

A message with an O as the suffix indicates an overrideable error.
Depending on your security profile, you may or may not have the
ability to override this error and allow processing to continue.

Warning Messages

A message with a W as the suffix indicates a system warning
message. These messages are notifications and informational
messages for your benefit. Processing can continue even if no
action is taken.

Extended Error Messages

If you need more information about a particular message listed in
the Messages window, double-click the message. The Error
Message Explanation window appears, offering a detailed
description of the error and how to correct it.

Error Message Explanation Window

B Ernor Message Explanation [_ (O] x|
Error Code |S215E Eror Message |DELIVEF|Y DATE < TRANS DATE

Explanation

The delivery date on this tranzaction cannat be earlier

|»

than the trangaction date.

=
1| | ¥
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